Training Guide
Employee Self-Service Training

Employee Self-Service Training
Viewing Training Summary

Overview:

Understanding OMNI Employee Self-Service Training Summary

To maximize convenience and accessibility of training for our employees, The Office of Training
& Organizational Development offers learning opportunities in classroom, online, and orientation
formats. Supervisory approval is required if employees attend a class during their regular work
hours, which is then considered time worked. Classes are free of charge to all FSU employees.
This process will allow you to view your training class enrollment and attendance record.

Procedure

Scenario:
In this topic, you will learn the steps to view your training enrollment and transcript information.
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Step

Action

1.

Click the Human Resources 9.0 link.

Human Resources 9.0

2.

Click the Self Service link.

ONLINE MANAGEMENT OF NETWORKED INFORMATION
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> My Favorites
If Service
[> Time Reporting
[> Personal Information
[» Payroll and Compensation
[» Benefits
[> Learning and
Development
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> Recruiting
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Home  Worklist  Favorites  Sign Out

y Self Service

Navigats to your self service information and activities.

Personal Information

Review and update your personal information
Personal Information Summary

Home and Maiing Address

Phone Numt

Time Reporting
5 Report and review your fime, schedules, request absences and
more.
Report Time
me

{25 Benefits
Review your current and historical benefits information,
including State of Florida Plans, FSU Plans, and Voluntary
Retirement Savings Plans. In addition you may change your Tax
Sheftered Annuity contributions.
Benefits Information

Iﬁn‘“' Learning and Development
Add or review information about profiles of skils and
competencies, interest lists, training and development.
= Wy Profile
My Job Profies
View Job Profi

Benefits Summary.

&5

Payroll and Compensation
Review your pay and compensation history. Update your direct
deposit and other deduction or contribution information.
=] View Paycheck
Woluntary Deductions
=) Direct Deposit
5 More.

Recruiting Activities

Recrulting Activtiss

Action

Click the Learning and Development link.

|Learning and Development]

Click the Training Summary link.

raining Summa
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ETWORKED INFORMATION
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Enroliment Classification Maze Completed 05/22/2002
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Go To: Self Senvice
Learning and Development
Professional Training

Internal Training Enroliment

Step Action

5. The Status Date is the date you enrolled in the course, not the date of the course.

NOTE: To cancel enrollment in a session, contact The Office of Training &
Organizational Development at 644-8724.

6. Select the desired Course Name link.

ONLINE MANAGEMENT OF NETWORKED INFORMATION
Welcome!

=

Training Summary
Course Detail

Sexual Harassment Need to Know

Course Code: CVSHS1

Description: Sexual Harassment: What You Need to Know! Supernvisors and managers need to
understand their responsibility in cases of sexual harassment. Participants in
this class will learn what constitutes sexual harassment, the types of sexual
harassment, and the legal liability connected to sexual harassment. They will also

find out how to recognize, prevent, and deal with sexual harassment cases.

Training Facility:
Prerequisites: Maone

Page 3




Training Guide
Employee Self-Service Training

Step Action

7. Review Course Detail as needed.

Click the OK button to return to the Training Summary page.

ONLINE MANAGEMENT OF NETWORKED INFORMATION
Welcome!

=

Training Summary

Internal Training

Course Name Status Status Date Facility
Healthy Fin Lifestyle - 11l Completed 07/12/2008
Healthy Fin Lifestyle - 11 Completed 06/28/2008
Writing to Inform/Persuade Completed 04/30/2007
Train the Trainer Completed 07i27i2005
OMMI-HR-INQUIRY SESSION Completed 0712212005
Mar Self Service for HR Reps Completed 12/10/2004
Classification Maze Completed 05/22/2002
Fundamentals of Discipline Completed 05M6/2002
Americans w Disabilities Act  Completed 05/08/2002
Aftendance & L eave Completed 05/01/2002
Liorkplace Acddents Completed 0412412002
ml Harassment Meed to Completed 04/18/2002
Compensation Training Completed 04/11/2002
Leadership & Change Completed 04/04/2002
Performance Evaluation Completed 04/03/2002
Interview Technigues Completed 03/20/2002
BSP Orientation Completed 03/06/2002

(Other Professional Training

Course Name Course End Date Facility/School

Go To: Sell Semvice
Learning and Development
Professional Training

Internal Training Enrollment

Step Action

8. Congratulations!
You have completed the topic.

End of Procedure.
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